
  

  
 

 

PUBLIC USER INSTRUCTIONS 

 
Step #1: Register for a Public User account in Cascade.  

 

Step #2: Click on Create Permit - Complete fillable permit application 

 

 

 



  

  
 

Step #3: Complete the permit form in Cascade.   

 

Step #4: Completely fill out the fields and Upload all required submittal documents to Cascade. 

 

 

You can start typing the address here… 

If the current owner is not listed, click +Create New… 

Be sure to select the correct type of permit.  If not Sure contact the building department… 



  

  
 

 

***If a red asterisk is next to the item it is required. 

Step #5: Click Save – An email will be sent to staff to inform them that a new permit has been 
created.  Staff will contact you if more information is needed. 

Step #6: Review Process - Submittal may be Review by the Town Staff & Building Department 

Step #7: Once reviews are complete; staff will contact you for payment. 

Step #8:  Pay permit fees - call 970-454-3338 for more information 

Step #9: You must print or make Permit & Inspection Card and approved plans available for 
construction and inspections.   

Approved plans and documents can de downloaded under the Documents tab>Approved 
Documents 

 

 

 

 



  

  
 

 

To print your permit, go to the Edit Values tab and click Print Permit. 

 

 

 

 

 

 



  

  
 

Step #10: Complete inspections and meet town requirements 

You can schedule your inspections in Cascade.  Go to the permit you want to 
schedule for and select the Inspections tab.   

 

Fill out the date, time, contact and include any notes for the inspector.

 

   



  

  
 

 

You Can check the status of your permit once it has been issued under the Workflow Tab. 

 

Once all requirements have been met the permit will be closed. 

Step #11: Permit Closed 

 

If you need assistance please contact the building department as email@procodeinc.net  
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